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R U l d St d t PResume Upload – Student Process



1 N i t t i tit ti ’ J bX it1. Navigate to your institution’s JobX site
2. Click ‘Students’



1. Click ‘Find for A Job’



Quick Search: A search containing pre-defined criteria

1. Click the specific ‘Quick Search’ you would like to utilize to find a job.p y j
2. Otherwise, click ‘Advanced Search’ to define your own criteria



1 In order to view all1. In order to view all 
available jobs, you 
will need to click the 
“I agree” buttonI agree  button 
after reviewing the 
Job Disclaimer.

2. Click the Job Title to 
view details

3. For help, click the ‘i’
4. To start another 

h li k ‘Rsearch, click ‘Run a 
New Search’, 
located under the 
search resultssearch results



1. Click the ‘Click here to apply for this job’ link
2 To return to the search results click ‘Return to search results’2. To return to the search results, click Return to search results
3. To view additional help information, click the ‘i’



1. If your institution utilizes the “new” Application Validation JobX 
feature, the student will enter their “Student Id” and click “Check 
for Award” If not please proceed to the next slidefor Award .  If not, please proceed to the next slide.

2. If the Student has been awarded and accepted a Federal Work 
Study award, they will be allowed to apply for the job.  
Otherwise, they will not be allowed to apply for the job.Otherwise, they will not be allowed to apply for the job.



1. The Student will complete the questions on the applicationp q pp
2. Click on the ‘Submit Application’ button



1. If  the Student wishes to upload a resume for the employer to 
review please browse to that file on your computer clickreview, please browse to that file on your computer, click 
‘Submit’, then click ‘Next’.

2 If the Student does NOT wish to upload a resume just click the2. If the Student does NOT wish to upload a resume, just click the 
‘Next’ button.



To print your application, click ‘View Printable Version’To print your application, click View Printable Version



Cli k ‘P i t Thi Wi d ’Click ‘Print This Window’



To continue without printing, click ‘Student Employment Home’ on 
the NavBar



CONGRATULATIONS! 
Your Student’s resume can now be 

i d b th E l f thi j b!reviewed by the Employer for this job!



R U l d E l PResume Upload – Employer Process



1. After logging into JobX, locate a job
2. Click on ‘View Applications’ next to the job that has on-line2. Click on View Applications  next to the job that has on line 

applicants.



1 Click ‘View’ next to the student’s name to review the1. Click View  next to the student s name to review the 
application. 

2. If the student has provided a resume, click on the “Resume” 
link next to their name.  

3. If the student has not provided a resume, ‘Not Applicable’ or 
N/A will be present in this field.

4. Important Note:  Next Gen runs each resume through a virus 
scan to ensure no viruses exist within the file being 
uploaded.  



CONGRATULATIONS!CONGRATULATIONS! 
Thanks to the “New” JobX Resume 

Upload feature, your Employers’ have 
access to resume data and can moreaccess to resume data and can more 

effectively select the best candidate(s) for 
their job(s).


